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Important errors in Excel 


1- #value! 


(ex) 5+11+ahmed 


2- #name! ^ Ikk 

(ex) = maximum(i3: i7) 

=max(i3:i7) 


3- #### V Aukll :UL^ 


4- Circular Reference 

aJ^Ix^II AjIj£ A-liiJi CjLutX 3-1*1 

1 g \a jjUI 
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Open the Samples.xls workbook that is in the My Documents folder. 


File —► open —► select the samples.xls —> open 
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Create a new, blank workbook. 


Click new tool from the standard tool bar > Workbook 
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2] Microsoft Excel - Menswear.xls 


lf[] File Edit View Insert Format Tools Data Window Help 


■ 


- !□! x| 




□ ^a aa ^ x % 


o T n m 


4 s f* 


£1 


Arial T 10 T 

B I U 

= = = s 

ra oy +.0 .00 

^ So j .00 +.0 


I | S # 100/ 


(3 


a* ^ a 



E8 

H 


977 




A 

B 

C 

D 

E 

F 

G 

H 

1 


1 

Month 

y sales 







2 











3 











4 

Shirts 

584 

643 

702 

643 






5 

Trousers 

675 

749 

823 

897 






6 

Jeans 

509 

611 

509 

815 






7 

Ties 

700 

712 

724 

736 






8 | 

Suits 

800 

859 

918 

977 






9 











10 











11 











12 











13 











14 











15 











16 











17 











1 Ft 










i r 


N \sheetl / 5heet2 / 5heet3 / 


hi 




Ready 


in 


i—B um WMwmmm 


Save this workbook (which is currently a Microsoft Excel 2000 file) in a format suitable for 
users with a previous version of Excel. 

Note: Do not change the file location. 


File —► Save as 


select from save as type 

(Microsoft excel 5.0/95 work book)- 


Click save 
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Use Microsoft Excel Help to access information on advanced filters. 


Help —> Microsoft excel help —> type advanced filters —>■ click search 
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Change the user name for this application to Carla Banks. 


Tool —► Options —» select General tab —► in user name type Carla Banks 
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Enter the value 521 in cell B5. 

Click any other cell when you have finished. 


Select B5 cell —► type 521—► click any other cell 
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Click on the location that selects all of the cells in row 4. 


Click on the gray area of the row 4 
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File View Control Help 

1 ||f Microsoft Excel - 

lccounts.xls 

|n| x| 

J File Edit View Insert Format Tools Data Window Help |i5|x 


O „ H B & S A l\ U % 100/ - Q) „ 


Arid - 20 - 

B 1 — 

m 9 = H 

3 1 ra os .oo 

J ^ A> j .oo +.o 

„ * ^ A . „ 

A2 T | = Month 



A 1 B 1 C 1 D | E 

F il G )■ 


1 

n 

3 

Income and Expenditure 


iviontn 

Income 

Expenditure 

Profit 

r ore cast 


January 

February 

March 

April 

May 

June 

27548 

23600 

3943 

4000 





4 

2S000 

23600 

4400 

6000 




5 

23000 

23600 

4400 

5000 




6 

23000 

23600 

4400 

4000 




7 

27496 

24950 

2546 

6000 




3 

23000 

24000 

4000 

3000 




9 

Total 

167044 

143350 

23694 

33000 




10 









11 









12 









13 









14 









15 









16 









T 

1 

17 










► ►! \ Sheet 1 / 

5heet2 / 5t 

ieet3 / 


I * I 


J 

►II 

| Ready fj| | | | NUM 


Automatically adjust the height of Row 2 to fit its tallest contents. 


Format > Row > Auto fit 
Or 

Double click on the gray area between Row 2 and Row 3 

Note: 


Same thing for column 
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You wish to reverse the last change you have made to this worksheet. 
Choose the appropriate command to do this. 


Click on the undo tool from the standard tool bar 
Or 

From menu bar select Edit > undo 
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Change the contents of cell B2 to the word Cost. 
Press Enter when you have finished. 


Select cell B2 —► type Cost—► press Enter 
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Copy the selected range and paste it into cell A1 in the worksheet entitled Marketing in this 
workbook. 


Click copy from the standard tool bar —> select A1 in Marketing worksheet 

—► click paste from the standard tool 


bar 
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Clear the contents of cell B3 without deleting the cell. 


Select the cell B3 —> press the Delete key from the Keyboard 
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Use the Replace tool to replace all occurrences of the name Jane Harris with Tim Snow. 


Edit —* select Replace —> type Jane Harris in the find what —> 

type Tom Snow in replace with —> click replace all 
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'EJ Microsoft Excel - Results.xls 




Jljn File Edit View Insert Format Tools Data Window Help 



-J.ffJ X 


□ & y 


A 

Hi ® *0 

O ▼ fill T 

& 2 A zl aI 

B 

$ 

o 

o 

V-L 

111 

© 

< 

Arial - 10 -j 

B I U 

= = == §1 

ra o/ +.o .oo 

^3? /o J .00 + .0 

IB 

l> 


B2 


51 


a 


= 86 


Student 

Number 


Mark 


2 

5222000| 

1 86] 

3 

4552221 

65 1 

4 

5666664 

94 

5 

6781107 

37 

6 

7785553 

65 

7 

2323222 

75 

8 

4552221 

73 

9 

5666354 

77 

10 

6781107 

46 

11 

7895550 

64 

12 

4595550 

74 

13 

8959950 

84 

14 

4639922 

62 

15 

1228911 

57 

16 

2236687 

49 

17 

4566123 

55 



► I Hl\ Sheet 1 / 5heet2 / 5heet3 / 


Ready 



J ijJi 


InUmT 


Automatically sort this list so that the highest mark displays at the top of the list. 


Click the sort Descending tool from the standard tool bar 
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Insert a new worksheet into this workbook. 


Right click on the sales worksheet —> select insert —* ok 
Or 

Insert > Worksheet 
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Move the entire Annuals worksheet into the Contracts workbook, so that it displays after the 
other worksheet. 


Right click on the Annuals worksheet —> select move or copy —» from To Book 
select Contracts —► select move to end from before sheet —► ok 
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Which one of the following formulas 
would be appropriate to calculate the 
monthly surplus for September in this 
worksheet? 


=B5+B11 


o ^ 1 


jUii 


=SUM(B5:DS}-SUM(B11:D11j 


=B5B11 


=AVERAGE[B&:B5)-AVERAGE(B11 :D11) 



A 

B | C 

D 

1 

My Budget 

2 


Sep 

Oct 

Nov 

3 

Allowance 

30 

30 

30 

4 

Part time work 

240 

250 

270 

5 

Total income 

320 

330 

350 

6 





7 

Clothes 

40 

65 

25 

3 

Books 

115 

35 

15 

9 

Travel 

40 

50 

55 

10 

Entertainment 

100 

130 

195 

11 

Total expenditure 

295 

330 

290 

12 





13 

Monthly Surplus | 

1! 

i 



= B5-B11 


If the Enter (toy was pressed to accept the formula in cell B9, which of the 
following would be the result: 


O A #REF! error message 

O 9.3 

O A #VALUE! error message 

O A #NAME7 error message 


SUM ▼ 

X >/ = =MAXIMUM(B2: B8) 


A 

B 

1 c 

1 

Millimetres per 


2 

Monday 

4 


3 

Tuesday 

4.3 


4 

Wednesday 

2.1 


5 

Thursday 

1.6 


6 

Friday 

9.3 


7 

Saturday 

7.2 


3 

Sunday 

4.2. 


9 

Maximum 

Rainfall 

=MAXIMUM(B2:B8)| 

1 


A#NAME? Error message 
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Which formula entered Into C3 would calculate the Total Cost of Barrels for 
the Oil Deco company and If copied down would automatically calculate 
the Total Cost for all the other customers. 

C =B3*C1 

O =B3*$C$1 

O =tBS3*$CSl 

O = SB $3*01 


=B3*$C$1 


Which formula entered into B5 will calculate the total cost of a Colonial style 
chair (Including delivery) and if copied to C5 will perform a similar calculation 
for the Metro style chair? 

O SUM($B$2:$6$4)-HBB 

O =SUM(B2;B4)i-$B$8 

O =SUM(B2:B5J+$BSB 
O =SUMI(C2:C4)+tCS8 

=sum(B2 :B4)+$B$8 
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A 

B 

C 

D 

1 

Details 

Colonial 

Metro 

Cottage 

2 

Chair 

138.00 

156.00 

125.00 

3 

Loose cover 

47.00 

52.00 

38.00 

4 

Cushion 

28.00 

23.00 

19.00 

5 

Total incl delivery 

231.001 

[ 


6 





7 





3 

Total Delivery Charge 

18.00 




C3 



A 

B 

C 

1 

Cost per Barrel: 

45.00 

2 

Customer 

Barrels 

Total Cost 

3 

Oil Deco 

2,400 | 

1 

4 

Midland Oil 

4,230 


5 

Trexo Oil 

6,060 


6 

O.l.L. Co. 

7,890 
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Type a function into cell F8 that will calculate the smallest value in the highlighted range. 
Press the Enter key when you have finished. 


= min (F5:F7) —► press Enter 
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Which formula entered into BIO would 
find the total amount of rainfall that fell In 
the seven days? 

O =SUMB3:B9 
O =SUM(B3:B9) 

O =(SUM)B3:B9 
O SUM=(B3:B9) 



A 

B 

r 

1 

Rainfall Statistics 


2 


Millimetres per 
day 


3 

Monday 

4.0 


4 

Tuesday 

4.0 


5 

Wednesday 

2.1 


6 

Thursday 

1.6 


7 

Friday 

9.3 


3 

Saturday 

7.2 


9 

Sunday 

4.2 


10 

Total 

Rainfall 



•11 




=sum(B3:B9) 


Which formula would 
display 10% in cell G3 if the 
customer order quantity is 
over 300. and 0% if not. 


=IF(C3>3DD,10%,0%) 

=iF[B3>30D,l0%,0%) 

-IF(B3>300,0%,10%) 

-iF(B3<300,10%,0%) 



=IF (B3>300,10%, 0%) 
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Change the display of the numbers in the selected range from no decimal places to one 
decimal place. 


Click on increase decimal tool from the formatting tool bar 
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Apply the Pound (£) currency symbol to the selected numbers. 


Format —> select cells —>■ select currency from the category —> select £ English 

(United Kingdom) —► ok 
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Format the contents of the selected cell bold. 


Click on the bold tool from the formatting tool bar 


ICDL Module 4 (Excel 2000) v4 Exams release 1.2 


25 of 82 

2007 


By Talal Hassan 































































































ICDL 


Excel Exams (v4) 



Copy all of the formatting from cell B3 and automatically apply it to cell D3. 


Click the format painter tool from the standard tool bar —> click on cell D3 
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E3 Microsoft Excel - Furniture Prices.xls 


HI File Edit View Insert Format Tools Data Window Help 



□ H 

a 

Hi in *0 


% 

s fi* zl aI 

a 4?; 100^ - ® T 

Arial 1 10 BI 

8 

' u 

= = 


[Qj o/ + ,0 

W J .00 

.00 

+ .0 

, * . A - . 


bi d 

= Colonial 




A 

B | C | 

1 D j 

E 

F 

G 

H 

1 1 

Details | 

IColonial Metro 

Cotta qe 





2 

Chair 

601.85 

720.40 

1100.70 





3 

Loose cover 

1092.50 

1310.30 

2520.80 





4 

Cushion 

537.80 

645.80 

1536.50 





5 

Total incl delivery 

2890.20 

2676.50 

5158.00 





6 









7 









3 

Total Delivery Charge 








9 









10 









11 









12 









13 









14 









15 









16 









17 









18 










Ready 


InUm 


Change the orientation of the text in the selected cells to vertical (90 degrees). 


Format —► select cells —► select Alignment tab 
red point up to the first point 


in the orientation area move the 
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Select the range of cells A2 to BG. 

Launch the Chart Wizard, and choose a Pie Chart. 
Click Finish to submit your answer. 


Select the range —»insert —> select chart —> select pie in the chart type —> click 
finish 
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Duplicate the selected chart into cell A1 of the Conference workbook. 

Click copy from standard tool bar —► select the Conference workbook 

—» click paste from the standard tool bar 
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Change this column chart to a Bar Chart. 


Click on the arrow in the chart type tool in the chart tool bar —» select bar chart 
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E Microsoft Excel - Beverages.xls 



Ready 


Increase the measurement of the top page margin from 1 to 2 centimetres. 


File —► select page setup —► select 
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Adjust the page setup so that the entire contents of this worksheet will fit on 1 page wide by 3 
pages tall. 


File —> select page setup—► delete number 4 and type 3—► ok 
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Insert the file name field into the centre section of the header for this worksheet. 


View —► select Header and Footer —> click 

—> click in the center 


custom Header 
section —> click on 



ok 


ok 
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Change the settings for this worksheet so that the gridlines will print. 


File —» select page setup —> select sheet tab 

—> check the gridlines in the print section 
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Print the selected chart. 


File —> select print —*■ ok 
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Save a copy of this workbook with the new name Accounts. 
Note: Do not change the file location. 


File—► save as —^change the name Expense Claim into Accounts—>ok 
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Click on the location that selects all of the cells in column C. 


Click on the gray area of the column c 
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E2 Microsoft Excel 


File Edit View Insert Format Tools Data Window Help 



□ & Q 

m a ^ jt m m & 

o - o- §j 

H E /- zl SI 

H # ioo^ - Gp - 

Arial T 10 

B I U 

== = == H 

[ q- 3 o/ + .0 

W j .(JO 

.00 

+ .0 

- a - A . „ 


111 Expenses.xls 

■■■■iHki- 10*^11 


A 

B 

c 

D 

E - 

1 

expenses 




—1 

2 






3 

Insurance 

218 




4 

Rent 

894 




5 

Supplies 

470 



mm 

6 

1 ItilitipQ 

qqn 




7 






S 






9 






10 





% 

m 

► Wl\ Sheet 1 / sheet; 

> / Sheet::: 

LsJ l .. a >\F\ 




Readv I I I I I INUM r 


Delete row 5 from this worksheet. 


Right click on the gray area —> select delete 
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Clear the contents of cell B3 without deleting the actual cell. 


Select cell B3—► press delete from the keyboard 
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Change the name of the worksheet from Sheet2 to Costs. 


Right click on the sheet2 tab —► select rename —*■ type Costs 
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E3 Microsoft Excel - Sales Departmerrt.xls 


iile Edit View Insert Format Tools Data Window Help 


^jnjxj 






ft X l\ 

Uk % 100^ - (?l „ 

Arial 

- 10 - 

| / i 


ra o/ + ,o 

W /o j .00 

.00 

+ .o 

- <9> - A - „ 


^isjxj 


D4 



A 

B 

C 

D I 

r^r- 

F 

G 

1 

P.C. Megastore 







2 

Sales Department 







3 

Employee 

Hourly 

Rate 

Hours 

Worked 

Pre-tax 

Salary 




|4| 

Cathy Miller 

15.45 

24| 

1 




5 

Roger Tann 

30.00 

45 





6 

Sue Diagio 

25.60 

40 





7 

Mel Walker 

32.50 

35 





3 

Greg Guinee 

20.00 

42 





9 

Pu Dobbs 

21.50 

35 





10 








11 








12 








13 








14 







1 

15 








16 








N i 

► H \ Sheet 1 / 5heet2 Js heet3 / 



M 



Ready 


NUM 


Enter a formula in cell D4 that would calculate the Pre-tax Salary for Cathy Miller. 
Press the Enter key when you have finished. 


Type = B4*C4 —> press Enter 
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If the Enter key was pressed to accept the formula in cell E9, which of the 
following would be the result: 

C A #RE F! error m ess age 
Q A #VALUE! error message 

O A #N AM E! e rro r m ess age 

0 A Circular Reference error 
message 


SUM 

<i 

X 

<. 

II 

= 

E3+E5+E7+E9 



A 

B 

C 


D 

E 

L f 

1 

Profit Projection 


2 



Income 

Costs 

Profit 


3 

Jan 

Actual 

12560 

2350 

10210, 


4 







5 

Feb 

Actual 

12980 

4580 

8400, 


6 







7 

Mar 

Actual 

13580 

5400 

8180, 


8 


Forecast 


4000 

6000 


9 

Actual Profit Q1 


=E3+E5+E7+E9 

10 

D rofit 



A Circular Reference error message 


If row 4 is deleted, which formula 
will then be In cell B6? 

O =SUM(B3:B6) 

O -SUM(B3:B5) 

O =B3+B4+BS 
O =SUM(B3:B?) 


E2 Microsoft Excel - Student Budget.xl! 



B7 -j 

= =SUM(B3:B6) 


A 

B 

1 c 

D 


1 

My Budget 


2 


Sep 

Oct 

Nov 


3 

Clothes 

40.00 

65.00 

25.00 


4 

Books 

115.00 

35.00 

15.00 


5 

Travel 

40.00 

50.00 

55.00 


6 

Entertainment 

100.00 

180.00 

195.00 


J 

|Total expenditure|295.00l 




8 






9 






10 







=sum(B3:B5) 
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Which formula entered into E2 would calculate the total cost (including 
delivery) of a Barbados garden suite and, if copied down, would 
automatically calculate the total cost for the other two garden suites. 


O =SUItfl(B2:D2)+$B$6 

O -SUM(B3:D3)-t-$B$6 

O =SUM($B$2:$D$2)+B6 

O =SUM(B2:B4)+$B$6 


E2 Microsoft Excel - Garden Furniture.xls 

■ -ln|x 


A 

B 

C 

D 

ri 

1 


V® 

4$ 


s 

s 


2 

Barbados 

99.00 

160.00 

48.00| 

357.001 

3 

Miami 

89.00 

180.00 

53.00 


4 

Cote d'Azure 

110.00 

240.00 

70.00 


5 






6 

Delivery 

Cost 

50.00 





su m(B2: D2)+$B$6 


Drag each X to a cell in this worksheet 
that contains an error. 

X 

X 

X 


1 E Microsoft Ewcel - 

: ruit Totals.Kls 


W] File Edit View Insert Format lools Data Wir 

II D7 H 

: SUM(B5:D6) 1 


A 

B 

c 

D 

1 

Totals (Jan-Mar) 1 

2 


Jan 

Feb 

Apr 

3 

Pares 

10 

5 

10 

4 

Bananas 

5 

0 

10 

5 

Oranges 

15 

15 

5 

6 

Total 

30 

20 

25 

7 

Quarterly Total 


110| 


Put The first x 
Put The second X 
Put The second X 


on =SUM(B5:D6) 
on Apr 
on 110 
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E Microsoft Excel - Rainfall.xls 


File Edit View Insert Format Tools Data Window Help 


- n x 


12 


13 


14 


15 


16 


17 


J Arial - 10 b 

B I U 

= 9 = E3 

F33 o/ +.0 .00 

^2? /o j .00 + .0 

_ ^ ^ A , , 

A2 T | = Millimetres per day 

■Li 1 B J C l D j E J 

F G 

H 1 




□ g» b ^ 


m ^ m 


f" z\ l\ 


# 100/ - (?) T 


Rainfall Statistics 


Millimetres per day 


Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

Saturday 

Sunday 


Weekl 

4 

4.8 

1.6 

9.3 

7.2 

4.2 


January 

Week 2 Week 3 


5.8 

2.3 

6.5 


8 

1.2 


2.3 

18.1 

8 

2.5 

2.4 

2.8 


Week 4 
5.6 
1.9 
5 

3.2 

8 

4.2 

1.1 


February 


Monday 
Tuesday 
Wednesday 


Weekl 


Week 2 
5.8 
2.3 
6.5 


\4 4 ► H [ \Sheetl / 5heet2 / 5heet3 / 


4.8 


Ready 



Print just the range A2:E11 selected in this worksheet. 


Note: This is a simulation - you do not need to have a printer attached to your computer. 


File —> print —> in print what section —> Selection 


ICDL Module 4 (Excel 2000) v4 Exams release 1.2 


44 of 82 

2007 


By Talal Hassan 









































































































ICDL 


Excel Exams (v4) 



Type a formula into cell G8 which uses an appropriate function to calculate the total of the 
highlighted range. 


=sum (f5:f7) —► Press enter from the keyboard 
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Which formula entered into Cl 2 would 
calculate the number of recorded rainfall 
readings taken over the 3 weeks? 

O =NUMBER|B4:D10) 

C -COUNT) B4:B1O)+[C4:C10)+(D4:B10) 

O =COUNT(B4:D10) 

O =NUM(B4:D10) 



A 

B 

C | D 


1 

2 

Units 

Rainfall Statistic 

per day 

s 


3 


Weekl 

Week 2 

Week 3 


4 

Mon 

4 

0.8 

2.3 


5 

Tue 

4.8 

2.3 



6 

Wed 


6.5 



7 

Thu 

1.6 


0.15 


8 

Fri 

9.3 


2.5 


9 

Sat 

7.2 

0.2 

2.4 


10 

Sun 

4.2 

1.2 

2.8 


11 






12 

Recorded 

readings: 

16 




=count (B4:D10) 


Which formula would 
display 7% In cell D8 if the 
customers order value is 
over 10,000 and would 
display 0% If not. 

=IF(D7=1O,OO0,7%,0%) 

=IF(D8>1OOOO,7%,0%) 

=iF(D7>100O0,7%,0%) 

=IF(D7<10000,7%,0%) 



=if (D7>10000, 7%, 0%) 
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Change the formatting for the selected cells so they display with commas separating the 
thousands (e.g. 10,000). 


Click the comma style from the formatting tool bar 
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Add a border around the selected range. 
Note: Do not change the default line style. 


Click the arrow in the borders tool from formatting tool bar 

—» select out side borders 


ICDL Module 4 (Excel 2000) v4 Exams release 1.2 


48 of 82 

2007 


By Talal Hassan 
































































































ICDL 


Excel Exams (v4) 



Change the white background colour of the chart to yellow 


Click the arrow in the chart tool bar —> select the chart area —*■ click on the 
format Chart area tool —> select the yellow color —> ok 
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Add a page footer with the text Confidential that will print at the bottom left of all the pages in 
this worksheet. 


View —> Header and footer —► click on the custom footer —► type Confidential 
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Print this worksheet. 

Note: This is a simulation - you do not need to have a printer attached to your computer. 


File—► print —> ok 
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Use click-and-drag to select the range A4:C6 

If necessary you can try again by repeating the click and drag action. 


Select cell A4 and drag to cell C6 
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Dragging the f 
to cell B3 will fi 

O Envelopes 

O Pens 


O Paper 


O Stamps 


Pens 


Which TWO of the following would calculate 
the amount left to spend for March? 

O =D8-D12 
O =D12-D8 

O =SUM(D4:D7)'SUM(D10:D11) 

O =(D10:D11)-(D4:D7) 

O =SUM(D10:D11)-SUM(D4iD7) 


=D12-D8 

=sum(D10:Dll)-sum(D4:D7) 
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A B 

C 

D 

1 

2 

3 


Perso 

Jan 

mal Bud( 

Feb 

jet 

Mar 


Expenses 





4 

Rent 

400 

400 

400 


5 

Bills 

85 

60 

49 


6 

Food 

120 

120 

120 


7 

Travel 

0 

32 

230 


8 

Total 

605 

612 

799 


9 

Income 





10 

Salary 

1,820 

1,820 

1,820 


11 

Bonus 

53 

60 

202 


12 

Total 

1,873 

1,880 

2,022 


13 

To Spend! 


i 

1 ! 

! 


111 handle up 
111 B3 with: 


E Microsoft Excel -Book 1 


I File Edit View Insert Format Tools 


EMI*] 






Ariel 


■I 10 ■ 


b / n-m 


B5 

= 

Pens 


A 

B 

C 

D 


1 





2 


Pencils 



3 


Stamps 




4 


Paper 



5| 

1 

iPens 

| 


- 

6 


Envelopes 




7 





14 !|l 4 

► N \Sheetl / Sheet2 / M I ► 1 1 
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Cut the selected range and paste it into cell A1 on the worksheet entitled Qtr 3 in this 
workbook. 


Click on the cut tool from the standard tool bar —» select the Qtr3 sheet 

—► select cell Al—► click on the paste tool from the standard tool bar 
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Use the Find tool to find the name Kim Brown in this worksheet. 


Edit —» find —»type Kim Brown —► click on the find next button 
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File Edit View Insert Format Tools Data Window Help 




□ e? y 


a m # 

& 

s A II la # loos g T 


Arial 

- 10 - 

B I U 

m m m S 

Csl O / + .0 .00 

^ So 3 .00 +.0 

_ T ^ ^ A , , 


A2 



A 

B 

C 

D 

E 

F 

G 

H 

1 

1 

Planting Schedule 





2 

-1 

1 Tulips 

Dahlias 

Daffodils 





3 

January 

0 

0 

0 






4 

February 

0 

0 

0 






5 

March 

0 

500 

0 






6 

April 

^ 0 

300 

0 






7 

May 

0 

0 

0 






3 

June 

HP o 

0 

0 






9 

July 

P r 400 

0 

300 






10 

August 

200 

0 

500 






11 

September 

600 

0 

400 






12 

October 

400 

0 

100 






13 

November 

0 

0 

0 






14 

December 

0 

0 

0 






15 










16 









1 

■1 1 










H \4 

► M \ Trees 

X Annuals / 



j 4 1 


p.« ► | [ 



Copy the entire Trees worksheet from this workbook into the Contracts workbook, so that it 
displays after Sheetl. 


Right click on the Trees worksheet tab —► select move or copy —► check the 
create a copy —> from the to book drop down list select the Contracts workbook 
select (move to end) —» ok 
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Change the alignment of the selected title Projected Earnings, so that it is centred horizontally 
over columns B, C and D. 


Format —► cells —> Alignment —» from the drop down list of the Horizontal —» 
select center Across Selection 
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If the formula In B7 is copied to cell D7, which formula will display in 
the formula bar when D7 is selected? 


O =SUM(B3:B5)-B6 

O =SUM(C3:C5)-C6 

O =SUM(D3:D6)-B6 

O =SUM(D3:D5)-D6 


| E2 Expenses Claim.xls 

B7 Jlj = =SUM(B3:B5)-B6 


A 

B | C 

D 

1 


Expenses I 

2 


Sep 11th 

Oct 17th 

Nov 4th 

3 

Meals 

35.00 

43.00 

27.00 

4 

Hotel 

55.00 

49.00 

54.00 

5 

Mileage 

93.00 

108.00 

75.00 

6 

Cash from Petty cash 

100.00 

150.00 

100.00 


Amount due j 

1 83.001 

■ - 



=sum(D3 :D5)-D6 


Which formula entered into BIO would find the heaviest rainfall in the 
seven days? 


O =WlAXiMUM(B3:B9) 
O =(WIAX B3:B9) 

O =MAXIMUM(B3:B10) 
O =MAX(B3:B9) 



A 

B 1 

L c 

1 

Rainfall Statistics 


2 


Millimetres per 
day 


3 

Monday 

4 


4 

Tuesday 

4.8 


5 

Wednesday 

2.1 


6 

Thursday 

1.6 


7 

Friday 

9.3 


8 

Saturday 

7.2 


9 

Sunday 

4.2 


10 

Maximum 

Rainfall 



11 





=max(B3:B9) 
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E Microsoft Excel - Sales Plan.xls 


File Edit View Insert Format Tools Data Window Help 






□ g» H # a ^ 100/ - m - 


Arial 


- 10 II B Z U » * =■ 


o / +.0 .00 

/o J .00 + .0 


F8 


d 


- * - i- 



A 

B 

C 

D 

E 

F 

G 

H 


1 



Territory Sales Plan 




2 









3 




Summary 





4 





Territory 

Last Year Actual 




5 





United States 

987263 




6 





Europe 

608273 




7 





Africa 

392837 




|;;| 





Maximum 





9 










10 










11 










12 










13 










14 










15 










16 










17 









Nl< 

► M \sheetl / Sheet2 / Sheet3 7 


~ M.... 


liv 

* 1 1 


Ready 




-^Mr 


Type a formula into cell F8 using the appropriate function to calculate the greatest value in 
the highlighted range. 

Press the Enter key when you have finished. 


Type = max (F5:F7) —> press enter from the keyboard 
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II the Enter key was pressed to accept the formula In cell E8, 
what would appear In the cell? 


o 

#R£F! 

o 

6,000 

o 

#VALUE3 

o 

SNAMES 


SUM 

- X = 

= 

B8-D8 



A 

B 

c 


D 

E 1 

1 

2 



Profit Projection 

Income Costs 

Profit 

3 

Jan 

Actual 

12560 

2350 

10210 


4 







5 

Feb 

Actual 

12980 

4580 

8400 


6 


Forecast 

10000 

6000 

4000 


7 

Mar 

Actual 

13580 

5400 

8180 


8 | 


Forecast 

10000 ' 

4000, 

=B8-D8 






# VALUE! 
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Apply the Percentage style to the selected cells. 


Click on the percent style tool from the formatting tool bar 
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Delete the selected chart from this worksheet. 


Press Delete from the keyboard 
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Preview the worksheet to see how it will look when printed. 


File —> select print preview 
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Print 3 copies of this worksheet. 


File —> select print —*■ in the number of copies use the arrow to make it 3 —► ok 
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View the above worksheet at 75% of its full size. 


From the zoom tool in the standard toolbar use the drop down list 
and select 75% 


ICDL Module 4 (Excel 2000) v4 Exams release 1.2 


65 of 82 

2007 


By Talal Hassan 












































































































ICDL 


Excel Exams (v4) 



Insert a blank row above row 5. 


Select row 5 from the gray area —<• Insert Rows 
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Automatically adjust the width of Column I so that its widest cell content is fully visible. 


Format —<• column —* Auto fit selection 
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Dragging the fill handle down to 
cell A5 will fill A5 with: 

O Week 3 

O Week 4 

O Week 5 

O Week 7 



Week 7 


Which of the following formulas would 
calculate the Net Sales for January in 
this worksheet? 

O =SUM(B2:B11) 

O =B6+B11 
O =B6-B11 

O =SUM(B6:D6)-SUM(B11:D11) 


B12 



A 

B j 

C 

D 

1 


January 

February 

March 

2 

Weekl 

12045 

13500 

29520 

3 

Week2 

16520 

16800 

19800 

4 

Week3 

23560 

12444 

14560 

5 

Week4 

10250 

23402 

32001 

6 

Sales 

62375 

66146 

95881 

7 

Weekl 

120 

231 

320 

3 

Week2 

240 

128 

125 

9 

Week3 

45 

98 

225 

10 

Week4 

330 

124 

154 

11 

Refunds 

735 

581 

824 

12 

Net Sales | 

1 1 

1 


12 






=B6 - Bll 
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Which one of these combinations is used to indicate that 
ceil Cl has an absolute reference? 


o 

£C£1 

o 

#C#1 

o 

SCSI 

o 

/C/1 


$C$1 


Which formula entered into BIO would 
find the average amount of sunshine for 
March to September? 

O AVERAGE=B4 
O =(AVG)B3:B9 
O =AVERAGE(B3:B9) 

O -AVG(B3:B9) 


=average(B3 :B9) 
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BIO -1 


A 

B 1 C 


1 

viz 

Sunshine Statistics 

2 

-©■> 

Hours per 
day 



3 

March 

4 



4 

April 

4.7 



5 

May 

2.1 



6 

June 

1.6 



7 

July 

9.3 



8 

August 

7.2 



9 

September 

4.2 



10 

Average 

Hours/day 
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Change the formatting for the selected column so the dates display in this format: 04-Mar-02 


Format —> cells —» select date —>■ select 04-Mar-02 —► ok 
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Change the formatting so the selected text automatically wraps onto a second line within 
the cell. 


Format —► cells —> select Alignment tab —► check the wrap text —► ok 
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Center align the text in the selected cells horizontally. 


Click the center tool from the formatting toolbar 
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Change the page orientation so that this worksheet will print on a page that is wider than it 
is tall. 


File —> page setup —> select landscape —> ok 
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Save this workbook as a text file. 

Note: Do not change the file name or location. 


File —» save as —> in the save as type —> from the drop down list —» choose text 
(Tab delimited) —*■ save 
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Freeze both the column A and row 1 titles in this worksheet. 


Select the cell B2 —» window —<• select freeze pane 
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Insert a new column between columns A and B in this worksheet. 


Select the column B —* insert —► columns 
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E Microsoft Excel - Menswear.xls 



Ready _ j|M~ W 


Close this workbook without closing the application. 


File —> close 
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Display the Drawing toolbar in the Microsoft Excel application window. 


View —*■ Toolbars —*■ Drawing 
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Dragging the fill handle down to cell A6 will fill A6 with which of 
these values? .—____ - 


O 50 


O 60 


O 70 


O 106 


60 


E Microsoft Excel - Bookl 




File Edit View Insert Format Tools - It? I x| 


□ H S & ^ 


Arial 


B I U 


A1 


10 



A 

B 

C 

d IV 

1 

10 




2 

20 




3 

30 

L__ 



4 


h 



5 




_ H 

6 




__lia SSI 

7 




.z. 


H HUE\sheetl / 5heet2 / I < I I ► 
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Microsoft Excel - Salesjds 




Jl^T] File Edit View Insert Format Ipols Chart Window Help 


-|g|x| 


Chart Title T j 


inn/ 



□ Shoes 

□ Boots 


Mon Tue 


Wetl Thu 


Fii 


H N I ► I H [\ 5heetl \ Chart 1 / 5ales Data / 5heet2 / 5heet3 
Ready 



JjT 

, 


| Change the colour of the columns representing Shoes to red ■ . 




Double click on shoes (Bar or Legend) > choose red color 
Or 

Right click 
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Set the spreadsheet so that it prints the first row of 
the worksheet as a heading at the top of each page. 
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